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This pack contains the following sections:  

● About the employer: Age UK Hillingdon, Harrow and Brent  
 

● How to apply 
 

● Role description and Person Specification 
 

Age UK Hillingdon, Harrow and Brent is the leading provider of services for older people 
across the three west London boroughs. We are an independent local charity and are 
affiliated through a brand partner agreement to Age UK. 
 
Age UK HHB provides support and services to around 15,000 older people per annum under 
the following broad categories: 
 

Information and Advice 

A core service across our three boroughs and an entry point for older people into receiving 
support. We provide quality assured (AQS) advice on a range of issues such as benefits 
(including support with form filling), housing, blue badge applications, taxi-card and dial-a-ride 
applications, council tax relief, will writing etc. We support older people to access over £1 
million of unclaimed benefits each year. 
 

Community Support 

We facilitate a wide range of social activities and other well-being support. 
 

Hospital Services 

We provide services at Hillingdon Hospital & Northwick Park Hospital supporting older people 
both at A&E and on discharge, helping to reduce the need for unnecessary admission or 
readmission. We also provide a physio led Falls prevention programme which provides 
individually tailored support for older people at risk of falling in their own home.  
  

Paid for Services 

We run a successful domiciliary support service – our staff can support older people to go 
shopping, attend hairdresser/GP appointments etc or carry out domestic tasks at home. We 
also provide a Homeshare scheme where older people who have a spare room and would 
like some companionship and support are paired up with younger people in search of 
affordable lodgings. We also provide a Trusted Trader service that vets local traders with a 
view to making it more difficult for rogue traders to take advantage of older people. 
  

Partnerships 

Age UK HHB is a founder member of H4all and supports delivery of a range of wellbeing and 
community services provided through this and other local partnerships. We are also a 
member of Harrow Community Action through which we are lead partner delivering social 
prescribing services through primary care in Harrow. We have also recently combined our 
retail operations (charity shops) with Harlington Hospice and Michael Sobell Hospice. 
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How to apply  

 

For more detailed information on how to make the most of your application, please see the 
Application Guidance Notes on our website Working for Us (ageuk.org.uk) 
 
Candidates are advised to structure their essential information in the application form in line 
with the points in the person specification, and to provide clear examples of their experience 
that demonstrate their skills and knowledge. Please note we do accept CV’s but it will need 
to be accompanied by Age UK HHB Application Form.  
 
Candidates are warmly invited to arrange an informal discussion with the recruiting manager, 
before submitting their application, which can be arranged by contacting 
HR@ageukhhb.org.uk  

 

What we offer 

• Flexible Working  

• Hybrid Working  

• Compressed hours available  

• Job share considered/ Part time hours considered  

• Training and development  

• 5% pension contribution  

• Health plan with employee assistance and 24 hour support  

• 26 days annual leave (plus bank holidays) rising to 30 days  

• London Living Wage employer  
 
 
Closing date for applications: 12 noon on Thursday, 21st March 2024 

 

  

https://www.ageuk.org.uk/hillingdonharrowandbrent/get-involved/working-for-us/
mailto:HR@ageukhhb.org.uk
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The Role: Marketing & Communications Manager 
 

Salary: £35,000 

 

Hours: 35 hours per week (part time options considered) 

 

Responsible to: Sam MacKenzie, Director of Resources 

 

Responsible for: Communications Officer (part time) 

 

Accountable to: CEO 

 

Employed by: Age UK Hillingdon, Harrow and Brent 

 
Based at: Unit 3, Chapel Court, Church Road, Hayes, UB3 2LW. We offer a hybrid 
and flexible working policy on successful completion of induction. Please note this 
role will require regular attendance within the Hillingdon, Harrow and Brent 
area for meetings and events.  
 

Role Purpose  

 

Main purpose of the job:  
 
The post holder will be an integral member of Age UK HHB and an active member of the 
Operational Management Team (OMT) leading on the implementation of the  organisation’s 
marketing and communications strategy. This is a new role giving the Marketing and 
Communications Manager the exciting opportunity of driving our strategy forward, shaping 
its future direction and developing partner, corporate and public awareness of our services 
whilst increasing volunteer and donor engagement. Although Communications will be an 
area of focus the post holder will need to show experience and understanding of wider 
marketing issues including branding, stakeholder management, positioning and fundraising. 
There is a lot to do and we are looking forward to working with someone who has the 
experience and enthusiasm to prioritise the organisation’s needs, put plans into action and 
develop our marketing function.  
 
 
Key relationships:  
 
Age UK HHB, 3ST, NWL Age UK Alliance, partner organisations, managers and staff, 
partner and stakeholder organisations. 
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Main duties and responsibilities (role profile) 

 

• Develop, deliver and embed the tools needed to create a vibrant and efficient marketing, 

fundraising, income generation and comms function including the development and use 

of Salesforce  

• Complete a segmentation exercise to understand our various stakeholders to tailor 

communications and marketing to maximise engagement and position us in our different 

markets and communities 

•    Develop relationships with Service Users, Volunteers and Supporters to improve 

community engagement and develop opportunities for new services and income streams 

• Develop a Marketing and Communication Strategy – internal and external – to maximise 

awareness of Age UK HHB and its services 

• Deliver a clear and consistent brand image across all areas – website, social media, 

Giving platforms information leaflets, events, posters and maintain current and relevant 

information and literature and support National/local campaigns  

• To review our marketing strategy and put the plan into action 

• Lead and oversee the fundraising and marketing & communications activities including 

using analytical tools to report on digital activity 

• Enhance the reputation of Age UK HHB and its objectives amongst internal and external 

audiences  

• Identity corporate partners and explore areas for generating income 

• Work with the Director of Resources to explore marketing strategies for Employee and 

Volunteer Recruitment 

• Write and deliver professional presentations and develop templates for other staff to follow 

• Recruit and develop a team of volunteers to support on marketing, fundraising and 

communications 

 

 

Service Delivery  
 

• Be an active member of the Age UK HHB Operational Management Team taking forward 

role specific and corporate wide tasks and activities in relation to Age UK HHB core   

objectives 

• Contribute to and implement the organisation’s Marketing and Communications Strategy: 
- Increase awareness and understanding of the organisation and our services 
- Increase our audience of supporters, donors, volunteers and service users 
- Ensure our marketing reaches and resonates with the diverse communities we serve 
- Communicate our activities and achievements and the impact of our work 
- Support income generation activities with appropriate communications materials and 

campaigns 
- Maximize opportunities presented by digital communication channels 

• Actively engage with stakeholder groups and support operations managers to do this 

• Work collaboratively with staff across the organisation to plan and implement marketing 
activities and develop the organisation’s media content e.g. case study, photo and video 
library 
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• Design, maintain and generate promotional material for the Website and other 

communication channels 

• Ensure the organisation’s website/portal performance is monitored and adjustments 

made  accordingly 

• Design, write and distribute the organisation’s e-newsletter(s) for external audiences 

and collaborate on bulletins and briefings for staff and volunteers 

• Write engaging and informative content for all communication channels and relevant 

audiences 

• Ensure the organisation’s systems, policies and procedures support the marketing and  

communications remit 

• Devise new and creative ways to communicate and engage with older people in Hillingdon, 

Harrow and Brent, funders, volunteers, Trustees and other key stakeholders 

• Manage the brand including developing existing brand guidelines and advising staff 

members on their implementation 

• Supervise volunteers in any of the above 

 
 

General 
 

• To be pro-active in maintaining personal and professional learning and development and 
identify own training needs as they arise 

• To attend team meetings, away days and other similar events  

• To participate fully in regular one-to-one supervision sessions and in an annual 
performance appraisal  

• Work as part of the team to seek feedback, continually improve the service and contribute 

to business planning. Undertake any tasks consistent with the level of the post and the 

scope of the role, ensuring that work is delivered in a timely and effective manner  

• To ensure all activities are carried out in harmony with Age UK HHB’s mission and within 
the spirit of its equal opportunities policy and to abide by the policies of Age UK HHB 

• It is the nature of the work that tasks and responsibilities are in many circumstances 
unpredictable and varied. All employees are expected to work in a flexible way 

• Some meetings and other events may be held out of normal office hours and may 

involve travel away from the local area 

• The above items outline the main duties and responsibilities of the post and are 
designed to give an accurate flavour of the nature and scope of this post. However, they 
do not represent an inclusive list of all the duties required 

• Ensure compliance with all relevant policies and procedures in relation to health and 

safety, equal opportunities, safeguarding, lone working, customer service, data 

protection and confidentiality 

• Work within all Age UK HHB policies and procedures including Equality and Diversity, 
Health & Safety, Confidentiality, Data Security, Lone Working and Safeguarding 
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Person Specification 

 
Education & Training 

Essential Criteria Desirable Criteria 

Candidates are welcome to 
demonstrate their ability to match 
the person specification by 
expanding on how their experience 
and training might have provided 
them with the knowledge or skills 
required for the role. Successful 
candidates will be appointed on 
merit 
 

 

Experience, knowledge and skills 

Essential Criteria Desirable Criteria 

Able to demonstrate an understanding of 
the principles of marketing and 
communication and the importance of 
branding 
 

Experience of working with a charity 

Able to develop, maintain and lead 
delivery on a comprehensive, multi-
channel strategy that supports the 
delivery of Age UK HBB’s objectives, in 
particular supporting the organisation in 
enhancing and maintaining its reputation; 
volunteer recruitment and retention; and 
increasing referrals. 
 

Ability to work as part of a team and work 
alone using your own initiative to plan a 
productive working day 

Managing multi-channel marketing and 
communications campaigns - to include 
both digital and tradition channels  

Ability to use analytics (social media and 
Google Analytics) to understand how 
content/campaigns are performing and 
make recommendations for improvement 
 

Engagement experience of working with 

other partners on collaborative methods to  

promote services 

 

Ability to build relationships and network 
with a wide range of people including staff, 
donors, volunteers, trustees, corporate and 
trust representatives 

Producing and delivering presentations to a 
range of audiences both professional and 
public 
 

Commitment to implement Age UK 
HHB  Equality, Diversity and Inclusion 
policy 

Experience of embedding and growing an 
in-house marketing function 

Experience of using website CMS systems 
and producing content tailored for an online 
audience 
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Confident in, and experience of, producing 
campaigns and content for e- bulletins, 
website and managing social   media 

Experience of working with volunteers 

Excellent communications skills, with a solid 
knowledge of English and the ability to 
communicate ideas in a clear and concise 
way, both verbally and in writing. Ability to 
write business letters, emails, social media 
articles and marketing copy tailored for 
different audiences 
 

 

Skilled in the use of MS Office, particularly 
Excel and Word, Internet, email (Outlook) 
and ideally knowledge of using a database 
 

 

Personal Attributes 

Essential Criteria Desirable Criteria 

Passionate about and committed to the 
aims of Age UK HHB 
 

 

Self-motivating with a commitment to team 
sharing and learning, we are looking for a 
proactive marketing professional 
 

 

A commitment to equality of opportunity 
and implementation of this in your work 
 

 

Analytical, with the ability to quickly interpret 
information, news, data and           research  
 

 

The ability to work in a changing 
environment and respond flexibly to     changing 
needs and demands 
 

 

Excellent inter-personal skills with the ability 
to build virtual teams with staff and 
volunteers at all levels 
 

 

Personal organisational and self-starting 
skills 

 

 


